
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
With energy prices rising and a 
slow economy limiting budgets, 
many facility managers may be 
looking for ways to reduce energy 
costs without a capital investment.  
What follows is a discussion of 
no-cost energy conservation 
measures and practices that will 
reduce energy consumption and 
start saving money (almost) 
immediately! These measure are 
not completely free since some 
time will be involved in planning 
a n d  i m p l e m e n t i n g  t h e m 
successfully.  
 

Saving energy without spending 
money on equipment or contractor 
services requires engaging with 
the humans that use the buildings 
as work and activity centers and 
influencing their behaviors and 
attitudes on energy use.  Most of 
the energy reduction techniques 
discussed in this issue involve 
changing individuals’ habits and 
adopting appropriate energy-
reducing routines and practices.  
Many facility managers are more 
familiar and comfortable with 

installing equipment rather than 
educating building occupants 
about saving energy.  However, 
these “behavior”-based measures, 
if implemented successfully, can 
reduce a significant amount of 
energy demand and will have 
nearly immediate paybacks.   
 

Planning for behavioral measures 
will require that facilities personnel 
and management work together to 
implement and enforce them.  
Which of the following practices 
your facility chooses to put into 
place is entirely dependent upon a 
host of factors, including 
occupancy patterns, geographic 
location, and size of the building, 
to name a few.  Suggestions for 
incentives to implement these 
practices can be found near the 
end of the article.   
 

What employees can do 
With appropriate education and 
policies in place, employees can... 
 

1. Turn off task lights at desks 
and cubicles when not needed 
and ensure those lights are all 
off at day’s end.   

2. Unplug chargers for cell 
phones, handheld or laptop 
computers, MP3 players. They 
sti l l  draw power when 
disconnected and not charging 
anything.   

3. Use elevators less and take 
the stairs more whenever 
possible.   

4. Turn off computers at the 
day’s end and especially 
before leaving for off-site 
work, vacation time and 

weekends ,  un less  the 
In format ion Techno logy  
department has scheduled a 
special operation.  

5. Turn off PC monitors when 
leaving desks for more than a 
few minutes.  

 
 
 
 
 
 
 
 
 
 

What facilities personnel and 
management can do.   
1. Unplug drinking fountains.  

Make sure the water is still 
coo l  enough to  dr ink 
comfortably before leaving it 
unplugged permanently. 

2. Work toward office thermostat 
settings of 76oF-78oF or higher 
in the summer during 
occupied hours and 85oF or 
off after business hours. Work 
toward office thermostat 
settings of 68oF-70oF in the 
winter during occupied hours 
and 60oF after business hours.  

 G r a d u a l  t e m p e r a t u r e 
ad jus tments  make the 
t ransi t ion f rom current 
temperature settings easier.  
Management should advise 
staff to dress for comfort. 

3. Keep window coverings/blinds 
open in cool and cold weather; 
closed in summer on the 
south, east and west sides of 
the building to reduce heat 
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gain from direct sunlight.  This 
will reduce air conditioning 
load.   

4. Make sure doors to the 
outside are kept closed.  This 
wi l l  keep the internal 
temperature constant.   

5. Make it a policy to remove 
personal appliances from 
individual offices/cubicles.  
Ensure that the basic 
appl iances (refr igerator, 
microwave, toaster, coffee pot, 
etc.) are grouped in a service 
area and accessible to all.  

6. Turn off individual printers, 
copiers, scanners, and fax 
machines at the day’s end.  
Group essent ia l  o f f ice 
machine in several convenient 
locations for the staff.  Review 
the procedures for powering 
down the specific equipment 
to make sure it is not 
inadvertently damaged.  If it is 
safe to power it up and down 
every day, then make it a 
regular procedure to do so.  

7. Turn off unneeded overhead 
lights during the day and 
ensure lights are off at day’s 
end.  Many times lights are left 
on unintentionally and waste 
electricity, as often happens 
with storage rooms and empty 
conference rooms.  

 

Getting the word out  
Two  important strategies a facility 
manager and management  can 
adopt to encourage conservation 

is to a) make personnel aware of 
the rising energy costs and it’s 
relation to the budget or bottom 
line, and b) reassure employees 
that they can make a difference 
by making small changes to their 
daily habits and routines.  While it 
may be difficult to quantify how 
much each individual contributes 
to the overall reduction, they 
should know that by everyone 
acting together, they can have a 
substantial impact.   
 

C o n s i d e r  u s i n g  e - m a i l , 
newsletters and other visual 
messages to inform employees 
about the impact of rising energy 
costs and the “individual” tips in 
this issue.  Posters, door and wall 
signs, as well as switch plate 
signage can be helpful reminders.  
Keep employees updated on how 
energy use has been reduced (if it 
has) by posting monthly or 
quarterly charts and graphs 
showing year-over-year energy 
reductions, in both consumption 
and dollars.  This helps 
demonstrate to employees that 
their collective actions are making 
a difference. 
 

Looking ahead 
No-cost energy conservation 
techniques are not limited to those 
cited in this article.   An energy 
conscious building staff should 
have no trouble spotting more 
energy saving opportunities, many 
of which will be unique to their 
facility.  Consider forming an 

“energy or green team” with 
representatives from facilities, 
b u s i n e s s  a n d  f i n a n c e 
depa r t me n ts ,  a l ong  w i t h 
management. Meet weekly or 
monthly to discuss energy use 
issues and solutions.  Recognize 
outstanding individual and group 
ideas and for achievement in 
energy use reduction with either 
commendation or more tangible 
awards. 
 

Making energy conservation a 
higher priority in your facilities, not 
o n l y  t h r o u g h  e q u i p m e n t 
purchases and maintenance, but 
in employee behaviors and 
routines, will yield substantial 
long-term  benefits for both 
building owners and occupants.   
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